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  SUMMERY

 Motivated and reliable administration and office support      professional with five years experience. High performing and creative, and able to relate easily to clients, staff and colleagues. Seeking for a new abroad career opportunity to develop my career experience and serve with my experience to the organization.







   EDUCATION







    1994 – 2004
St. Anthony School - Mt. Lavinia.                                                                                             





    Passed G.E.C Ordinary Level 2004 






    2004 – 2007
Shasthrananda Navodya Vidyalaya – Dehiwala







    Passed G.E.C  Advance Level 2007 

RELIGION
Catholic






PROFFESSIONAL EXPERIENCE






  ( Sales Executive 

 

 

      Colombo  






     
         2016 March to Present

 
                                                             ( Regulatory Front Office Officer





    

        Medapp (Pvt) Ltd.  -   Rathmalana.
DATE OF BIRTH



      2014 March to 2015 December
      

April 26, 1988








   

   

   ( Regulatory & Front Office Officer
NATIONALITY  

     

      Radiant Health Care (Pvt) Ltd. - Colombo 15.

Sri Lankan





2013 January to 2014 February                                      

MARRITUAL STATUS



( Regulatory & Front Office Officer
Married



     Surgitec (Pvt) Ltd. – Nawala.







     2011 December to 2012 December





 (Regulatory & Front Office Officer






    Health Care International (Pvt) Ltd. 







   2010 May to 2011 November

LANGUAGES










   EXTRA CURRICULLAR ACTIVITIES
English - Fluent
Hindi    - Fluent



(Head prefect of St. Anthony School, Mt. Lavinia 2004.
Tamil   – Fluent



(Member of School Western Band.
Sinhala – Native Language


(Secretary of school Sinhala, Social/Science Association.
Ability to Learn Languages Easily.


(Active Member of school Athletic team (1997-2007)
IT SKILLS

OTHER QUALIFICATIONS  
( MS Office Package


  

( Internet   & 
E-Mail                                                ( Diploma in computer studies course in vocational Training Centre,  
( Opera

   Dehiwala.


(Diploma inComputer Graphic Designing course in Vocational  Training Centre, Dehiwala.
ADMINISTRATION SKILLS      
        I herby certify that the above given details are true and correct
        

to best my knowledge and believe. 
     
           
                                          
( Documents Management











( Administrative Support
 
 
( Telephone and Front Desk Reception


( Strong Interpersonal Customer Care Skill
    
( Complaint Handling




        



 



   
      Gayathri
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